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Vocabulary and key phrases 


VILLA JVA 

ofisu youhin 

DELEBILDREDLUL UZI, EIA H 
UDIT. 


p 4 WA Watahitachi wa atarashii ofisu youhin ga 
hitsuyoudesu. 
zmn | BAI 
3 bunbougu 
| | DT BASS ORME TT M 
a Bunboubu no tana wa doko desu ka. 
T | a 
a] hd = 


LI-AYE WY VAEA 

retaaheddo iri binsen 

bL FE HEOLWESSK SAK ADEY 

ZEL EOE VI-AYE WY VATA 

BODES TCT. 

Watahi wa atarashii okyakusan ni mitsumori wo 
okyrtame ni, retaaheddo iri binsen ga 

á hitssiwendesu. 

DEL Ik XEBED KN CADIATI & 

MSFL, 

Watashi wa memochou ni denwabangou wo 

kakimashita. 

7741) 

fairu 

DrPAWETANI—lOWNT CK ESL, 

Fairu wo forudaa ni irete kudasai. 


(ASH 

hasami 

FONE S16 te te Se) aes 
Dua CAEL En 

Watashi ga te wo kitta toki, hasami wo 
tsukatteimashita. 

WA kaz 

maakaa 

DELTA e FEDSEKEATS 
PEO Y-A— odot., 

_ Watashi wa daijina ten wo kyouchousuru tameni 
maakaa wo tsukaimasu. 

Zi 

kurippu 

BP) zia ka E L RESTE ao 

Kurippu wo totte kuremasu ka. 


lkE A % 


team-ster /'th: 
CO team 'spirit 
good of one's 


Iavaoslhi tho vi 


An AV 

serohanteepu 

RAY — É b KOMI, LAMY F—PE 
DAT < ESL, 

Posutaa wo haru noni, serohanteepu wo tsukatte 
kudasai. 

DIDIS F 

anaakepanchi 

PL Lb% IP AIVICWHNS EH 
HRAHWNYF BODES TH. 

Watashi wa shorui wo fairu ni ireru tame ni 
anaakepanch ga hitsuyou desu. 


the office supplies 
We need to order new office supplies. 


the stationery 
Where is the stationery cupboard please? 


the headed paper 
| need some headed paper to send the quote to 
the new client. 


the writing pad 
| wrote the phone number on the writing pad. 


the folder 
Put the file in the folder. 


the scissors 
| was using scissors when | cut my hand. 


the highlighter 
I am going to use the highlighter to highlight 
the main points. 


the paper clip 
Can you pass me a paper clip please? 


the sticky tape 
Use the sticky tape to put the poster up. 


the hole punch 
| need the hole punch to put this file in the 
folder. 
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ay FA 

hocchikisu 

bL lk RY FERZDEDD HES LW IY 
BODES TF. 

Watashi wa hocchikisu no tame no atarashii hari 
ga hitsuyou desu. 


ATT h RR 
howaitoboodo 
DHA USA OPIAFP &RITKA-K E 
DOTO., 
Kare wa jibun no aidea wo howaitoboodo ni 
kaiteimasu. 

{ I TI FY —h 


furippuchaato 

BEDK ODIVWAK & 79y TF Fr—h E 
DWTS ES, 

Oowaku no keikaku wo furippuchaato ni 
kaitekudasai. 

ajang 

kopiiki 


JE SV PNE LCE, PUR ENA 
DIDS CWE? ies 
Kopiiki gagkowareta toki, watashi wa sore wo 
` takkattgimashita. 

TAREA, DRYDIAMTDNTTWET, 
= Sumimsaen ga, fakkusu wa kowareteimasu. 
= PEELE 
purojekutaa 
Dni ESA DPFLEVYF-VYaAy& 
REED I AHS EMI POVLIV—& 
DDWEL FE. 
Kare wa jibun no purezenteeshon wo buchou ni 
miseyu jlayagmi purojekutaa wo tsukaimashita. 


fairudana 
FATOASBEW IPA IIE DPA IEE le 
HVET. 


Subete no furui fairu wa fairudana ni arimasu. 


tana 

btl IL ENS FATO IZA Z EB DS 
m Y Rn LIA. 

= Watashitachi wa sorera subete no hon wo tana 
kara toridasanakereba ikemasen. 

FY VI— 

purintaa 

PYUYI-DIAYI RR Bok 

EE, btl LENE DPD TWA. 
Purintaa no inku ga nakunatta toki, watsahi wa 
sore wo tsukatteimashita. 

CAT 

gomibako 

CAI DOELT HET D 
Gomibako wo kara ni shitekuremasu ka. 


Joka 


tsukue 

DEL OBDAKLIPTIVE BUTEL TE 
STET. 

Watashi no tsukue ni fairu wo oiteoku koto ga 
dekimasu. 


the stapler 
We need new staples for the stapler. 


the whiteboard 
He is writing his ideas on the whiteboard. 


the flipchart 
Draw a rough plan on the flipchart. 


the photocopier 
| was using the photocopier when it broke. 


the fax machine 
I am sorry, but the fax machine is out of order. 


the projector 
He used the projector to show his presentation 
to the manager. 


the filing cabinet 
All of the old files are in the filing cabinet. 


the shelves 
We have to take all those books off the shelves. 


the printer 
| was using the printer when it ran out of ink. 


the waste paper basket 
Can you empty the waste paper basket please? 


the desk 
You can leave the file on my desk. 
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741 AFLP — the office chair 

ofisucheaa | was sitting on the office chair when it broke. 
ADA AFIVFT—-PRIDOHK ER, HEL lt 

thle Fpo THHLE, 

Ofisucheaa ga kowareta toki, watsahi wa sore ni 

suwatteimashita. 


TR the office cubicle 

buusu My office cubicle is really tiny. 
DEL OF—-ZAINEALS I BUS CF, 

Watashi no buusu wa hontou ni chiisai desu. 


J 5 sold the reception area 

uketsuke Please take a seat in the reception area. 
DH TEThbY RSW, 

Uketsuke de osuwarikudasai. 


ADOL the conference room 
kaigishitsu The meeting will be held in the conference 
murs l C Ean CO room at 3 o'clock sharp. 

AA oya Sa 


Kaigi wa sanji ni kaigishitsu de okonawaremasu. 


Wa Wi ai aa the coffee machine 

koohiimeekaa | was standing at the coffee machine when | 
bL US & AKER, A-E-X—-A-— saw Sarah. 

DeEIAIWELA, 

Watashi wa sarah wo mita toki, koohiimeekaa no 

tokoro ni imashita. 
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VD lI HBESOLWLTE SE SBLAT 
HHITHETF, 
Marc atarashii shigotoba wo oshiete moratteimasu. 


CEDLIBRED DAI IP TIER OERY 
OPE I HYVES, 

Anata no tsukue wa fairudana no tonari no kado ni 
arimasu. 

ZI: ELA., BY RMEITEWVES, 
Wakarimashita. Arigatougozaimasu. 

C&EDL: CNH DOEBITXRTOADARZLIOA 
BLEDTHVET,. 

Korera no tana ni subete no ofisuyouhin ga shimatte 
arimasu. 

V—-PVEIGMWULELA. The AE—-F ET 
TE DD. 

Ryoukaishimashita. Soreto kopiiki wa doko desu ka. 
C&EDL:IGWOW OAFRHIBVET,. (EDI 
LOBA lk? 

Uketsuke no migigawa ni arimasu. Hokani shitsumon wa? 
QV-D:AKALELWEDETS 

DUA, DUNEZJ TUKI, 

Eeto, ima no tokoro arimasen. Arigatougozaimasu. 
C&EDL:ESLL. PHL AKJZTZ., ZTO 
LTE Z KOLAC FSW, 

Yoroshii, Wagasha e youkoso.Kokodeno shigoto wo 
tanoshindekudasai. 


Dialogue 


Marc is being shown around at his new job. 


Boss: So that is your desk in the corner next to the 
filing cabinets. 

Marc: Ok. Thank you. 

Boss: We keep all the office supplies here on these 
shelves. Everything you need...stationery, paper clips, 
staplers, scissors, headed paper etc. 

Marc: Perfect. And where is the photocopier? 

Boss: It is near the reception area on the right hand 
side. Any more questions? 

Marc: Umm...not for now. Thank you. 

Boss: Right. Welcome to the office. | hope you will 
enjoy working here. 
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Please choose the correct answer 


LVY-FPODAKMES CTD. 
Marc no tsukue wa doko desu ka. 
a. ò HHD GT. 
Uketsuke desu. 
bL7PFTIEBOERY ODE CT. 
Fairudana no tonari no kado desu. 
ckAOERY CT, 
Tana no tonari desu. 


2DN5ILETIC ADA AZEDBVA & LEDTWETFT D. 
Karera wa doko ni ofisuyouhin wo shimatte imasu ka. 
a. FE. 
Tana. 
b. ò IFDIT. 
Uketsuke. 
c I-E-X-A-OIdLSA, 
Koohiimeekaa no ushiro. 


3. IE Žž hes TF D 

Kopiiki wa doko desu ka. 

a -E—-%X-A-DAFKH, 
Koohiimeekaa no migigawa. 

b. 7P IER ODERY, 
Fairudana no tonari. 

c D HDH DRED. 
Uketsuke no migigawa. 


(DE :(e)Z (Q)T ‘ssamsuy 
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